                                                      Jennifer M. Frazier
3225 S. Garrison St., #19
Lakewood, CO 80227
(720) 474-3903
(303) 989-0508

jennfrazier21@gmail.com
OBJECTIVE:
I would like to establish myself in a career with a company that provides opportunities for both personal and professional growth, while broadening my experiences and education.
SKILLS:
QuickBooks, Oracle, Windows 2000, XP, NT, 7 and older versions,  MS Office (all versions), Lotus 123, Lotus Notes, DOS, WordPerfect, Internet Software, On-Line Meeting software, some Networking, Bookkeeping (payables/receivables), 20 Years Customer service, cash handling, general office/administrative experience, as well as 3-4 years call center and managerial experience.  I am also a self motivated, hard working team player with an excellent ability to work under pressure with little or no supervision in order to meet and exceed critical deadlines as well as expectations.
WORK EXPERIENCE:
Transcontinent Oil Company
Bookkeeper 08/2010 – 10/2011
General Bookkeeping in the oil and gas industry.  Duties included, but were not limited to, the daily processing of payables using QuickBooks to handle both the operating account and the bonus account.  Daily payables included the payment of bills for the operation of the company as well as generating bonus payments from the bonus account.  Duties also included field and in-house contractor payroll (150+ employees) every other week.  Helping prepare and send out bi-weekly billing statements for clients.  Also getting the 1099 forms ready and sent to the bonus payees as well as the contract employees at the end/beginning of the year.
Orchard Grove Specialty Care Center
Certified Nurses Aide 11/2008 – 7/2010
Working closely with residents (included Alzheimer’s and Dementia patients) and the nursing staff to assist the patients with their daily living activities, as needed, this included but was not limited to, showering, washing, dressing, using the restroom, changing linens, depended on the residents need, the amount of items that they needed help with.
Flextronics/Verizon Wireless
Client Services Technician 08/2007 – 07/2008
Working with both internal and external Verizon Wireless customers and systems to troubleshoot and resolve technical issues regarding their mobile telephone equipment, PDAs, and wireless modems.  Also responsible for helping clients choose accessories and services to best fit their needs in order to further enhance their experience with Verizon Wireless products.
Mohegan Sun Casino
Lounge Server 10/2005 – 08/2007
Provide excellent and timely guest beverage service in an upscale martini lounge setting and on occasion a beverage server in a live venue setting.  S.M.A.R.T certified as well as extensive cash handling/management.
E-Conference/InterCall
Event Manager 02/2002 – 06/2003
Oversee all aspects of clients’ web conferencing events from beginning to end.  Duties included assisting clients in choosing the correct technologies to fit their needs; WebEx, Mshow, And Placeware.  Once decided, I would train them on how to use the features, upload the content (PowerPoint presentation) and ensure all slides were accounted for and formatted correctly for the event, running different rehearsal shows.  During the live event, I acted as tech support, the helpdesk liaison and directed all questions to the appropriate presenters.  At the end of the show, I would generate a post show report that allowed the clients to review attendance, review and follow up on any technical issues and unanswered questions.
DirectFit/AT&T Broadband
Third Party Provisioning 04/2001-09/2001 laid-off
Main duties included using and working with both internal and external clients and programs to research and set up E-911 addresses for all new telephony accounts in my assigned region.  Other duties included adding and removing features such as
Caller ID and assigning long distance carriers as well as billing explanations and disputes.
Rhythms Net Connections
Client Services Agent I 09/2000 – 04/2001 laid-off
Extensive customer service and computer work in call center environment.  Duties included the correct handling and routing of incoming calls; tracking customers DSL order from placement to installation to ensure the correct platform and IP addresses were used in conjunction with the correct cages in the correct central offices.  Other duties included setting up blocks of IP addresses for customers and occasionally setting up T1 lines for executive offices of my assigned companies.
First Data Corp. /Integrated Payment Systems (IPS)
Balancer and Fraud Prevention-Stop Payment Clerk   03/1999 – 09/2000 and   1996-1997
Responsibilities included the reconciliation of over 150 accounts valued at over millions of dollars daily, official checks (OCMO) and money orders (MOs), to determine and correct the out of balance condition with a goal of no more than 21 days out of balance.  Once the problem was determined I worked closely with both internal and external clients to do reviews and any adjustments needed.  As a Stop Pay Clerk, I handled all incoming calls, routing them to the necessary clerks, whether it was the forgery, myself, and/or the counterfeit claims clerks.   Duties also included placing all missing boxes of money orders on alert and helping out, processing forgery and counterfeit claims.  I worked closely with both internal and external customers to ensure that the missing money orders were not used to purchase goods and/or services as well as general office duties.
US West Communicat5ions (now Qwest Communications)
Small Business Credit Consultant   06/1998 – 03/1999
Extensive customer service in a call center environment for Colorado’s main telecommunications company with the Small Business Group Credit and Collections department; responsibilities included collections, suspensions, and disconnect orders on small business telephony accounts either from routing and handling incoming calls or calling out to make arrangements with customers.  Duties also included some sales along with feature changes and change of responsibility on business accounts.
EDUCATION:
Education Training of Weathersfield
New London, CT 7/2008
Nurses Aide Certification
Red Rocks Community College 6/1996 – 12/1997
Lakewood, CO Bookkeeping, GPA 3.308
Warren Technical College graduated 1995
Lakewood, CO Cosmetology – licensed
Bear Creek High School
Lakewood, CO graduated 1993
* References available upon request *

